
Highlights …

 Take note of upcoming cut-off
dates and review billing informa-
tion in the article that starts on
this page.

 Bid a fond farewell for Kimberly
Joseph. Today’s her last day.
See the article on page 3.

 Welcome Colleen Meszaros to
Central Office and Tiffany Stoner
to U of L. See page 3.

 Clear up your mismatches and
old unpaid claims now. Call
Central Office for customer sup-
port at 877-41STEPS.

 If you attended TOTS training
and do not remember or did not
receive a username and/or pass-
word, contact Central Office at
877-41STEPS.

 If you have not attended a TOTS
training, contact your regional
Technical Assistance Team
ASAP.

COMMONWEALTH OF KENTUCKY
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Weekly Update
December 5, 2008

We’re 10 days from full
statewide TOTS implemen-
tation. Service coordinators
have been working diligently
to enter active cases and
new referrals into TOTS and
we’re seeing those numbers
increase every few minutes.

Several providers have con-
tacted Central Office seeking
clarification regarding the
remaining CBIS cut-off
dates. Here’s the scoop:

 December 3rd at 3:00
pm EST was the cut-off
for faxed claims to be
included in the payment
file that runs on Decem-
ber 11th.

 December 3rd at 11:59
pm EST was the cut-off
for electronic files to be
uploaded to CBIS for
inclusion in the Decem-
ber 11th payment file.

 December 9th at 5:00
pm EST is the cut-off for
claims to be entered in
CIMS to be included in
the December 11th pay-
ment file.

All services provided on or
before December 14th must
be billed to CBIS. CBIS is

the only entity responsible
for paying claims for services
provided on or before De-
cember 14th.

TOTS will be responsible for
creating the payment file for
services provided on or after
December 15th. HOWEVER
… TOTS and CBIS/CIMS
must run concurrently for a
period of time in order to en-
sure data integrity and verify
the provider payment files.
Therefore, it will be neces-
sary for providers to continue
to bill CBIS/CIMS as they
always have IN ADDITION
TO billing TOTS for services
provided on or after Decem-
ber 15, 2008. This dual
process will continue until
providers are notified by
Central Office to discontinue
billing CBIS/CIMS and to bill
TOTS exclusively.

Because providers will be
billing CBIS/CIMS exclu-
sively for dates of service on
or before December 14th

(Continued on Page 2)

TOTS Update:
10 Days and counting
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(Continued from Page 1)

and will continue to bill
CBIS/CIMS for services pro-
vided on or after December
15th while the systems run
concurrently, the following
cut-off dates continue to ap-
ply:
 December 23, 2008 at

3:00 pm EST is the cut-
off for faxed claims to be
included in the payment
file that will run on Janu-
ary 8, 2009.

 December 23, 2008 at
11:59 pm EST is the cut-
off for electronic files to
be uploaded to CBIS in
order to be included in
the January 8, 2009 pay-
ment file.

 January 6, 2009 at 5:00
pm EST is the cut-off for
claims to be entered in
CIMS to be included in
the January 8th payment
file.

The final scheduled CBIS
cut-offs are as follows:
 January 21, 2009 at 3:00

pm EST for faxed claims
to be included in the
payment file that will run
on January 29, 2009.

 January 21, 2009 at
11:59 pm EST is the cut-
off for electronic files to
be uploaded to CBIS in
order to be included in
the payment file that will
run on January 29, 2009.

 January 27, 2009 at 5:00
pm EST is the cut-off for
claims to be entered in
CIMS to be included in
the January 29th pay-
ment file.

Here are some additional
tips and considerations that
will assist you in making bill-
ing decisions during this time
of transition:
 Some providers elect to

hand deliver claims to
CBIS on the cut-off date.
It is highly likely that
there will be no one at
CBIS on either Decem-
ber 23rd or January 21st
to accept any hand deliv-
ered claims. Please do
not rely on this method
of claims transmission
for the remaining pay-
ment cycles. If you do
not submit electronic
payment files, your pri-
mary method of claims
submission to CBIS
should be through CIMS.

 If you choose to fax
claims, which is a very
unreliable method of
claims transmission, fax
your claims to 502/564-
8003 or 502/564-0329
and Central Office will
take responsibility for
data entry.

 If you choose to upload
an e lec t ron ic f i le
(spreadsheet) to CBIS,
make sure you are up-
loading the correct file.
CBIS has already re-
ported 5 providers who
u p l o a d e d t h e i r
01/23/2008 file rather
than their 12/03/2008
file. CBIS is no longer
able to take the time to
correct these provider
errors. Electronic files
that contain problems
like this in the remaining
CBIS payment cycles
will not be processed.



Page 3

Upcoming Events

12.10.08 HELP Training in
London—1015046

12.15.08 TOTS goes live state
wide!

12.17.08 HELP Training in
W e s t L i b e r t y —
1014975

Register for all First Steps train-
ings on TRAIN at www.train.org.

Visit the First Steps website at

fs.chfs.ky.gov

The U.S. Department of Edu-
cation, Office of Special Edu-
cation Programs conducted an
onsite Data Verification visit
this week. The visit began on
Monday and an exit confer-
ence was convened on Thurs-
day morning.

The purpose of the Data Verifi-
cation visit was to review Ken-
tucky’s system of General Su-
pervision, Data Collection and
Fiscal Accountability. A thor-
ough review of program regu-
lations, policies and proce-
dures was conducted, records
were reviewed and program
staff and system stakeholders

were interviewed.

A formal report summarizing
OSEP’s findings is to be is-
sued within 80 days of the
visit. At that time we can
share with you any findings of
noncompliance they make.

OSEP did share their satisfac-
tion with the progress Ken-
tucky has demonstrated in the
last two years. They are
pleased with the program’s
renewed focus on accountabil-
ity and are excited about
TOTS and the possibilities it is
going to offer the program.

Federal data verifica-
tion visit concludes

CBIS Update
Providers who didn’t know
Kimberly Joseph before news
of the TOTS transition most
certainly know her now. She
has been a guiding light and
consistent provider advocate
at CBIS for more than 5 years.

Kimberly has taken another
position at the University of
Louisville. Today is Kimberly’s

last day at CBIS and we
wanted to take this opportunity
to extend to her a most sincere
“thank you” for her dedication
to the program over these
many years, but also for her
invaluable assistance during
this time of transition. We wish
her nothing but the best in her
new job and in her continued
work toward her MBA.

Central Office Update
We have a new face in Central
Office. Colleen Meszaros has
joined the Central Office team
as a part time Administrative
Assistant. Right now Colleen
is doing a little bit of every-
thing, but look for her to help
you with TOTS issues and

TRAIN issues in the near fu-
ture.
We’d also like to welcome Tif-
fany Stoner to the University of
Louisville Technical Assistance
Team. Tiffany is joining the
team as a Program Consult-
an t . Her e -m a i l i s
t.stoner@louisville.edu .



Highlights …

 What if I can’t complete my initial
case entry? See the TOTS Up-
date on this page.

 Nan Slaughter takes on special
assignment. See page 2.

 New TOTS Online Module avail-
able on TRAIN. See page 2.

 Clear up your mismatches and
old unpaid claims now. Call
Central Office for customer sup-
port at 877-41STEPS.

 If you attended TOTS training
and do not remember or did not
receive a username and/or pass-
word, contact Central Office at
877-41STEPS.

 If you have not attended a TOTS
training, contact your regional
Technical Assistance Team
ASAP.
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Weekly Update
December 12, 2008

POE staff, Initial Service Co-
ordinators and Primary Ser-
vice Coordinators have been
working tirelessly to enter
their caseloads into TOTS.
By close of business today,
we will likely top close to
5000 child records entered.

Despite the effort put forth by
the POE staff, ISCs and
PSCs, it is likely that a small
group of records may not be
able to be entered by Mon-
day, December 15th.

If you’re a PSC and you will
be unable to complete your
initial case entry by Monday,
first review the cases you
have left to enter and priori-
tize their entry. For exam-
ple, if you know that a child
is typically seen for services
on Monday or Tuesday, you
would want to enter the case
record early next week. If a
child is seen later in the
week, data entry can be
postponed until later in the
week.

If you are unable to enter a

record before a service is
provided, please contact the
provider(s) of service to no-
tify them that:
1. The record has not been

entered yet; and
2. The record will be en-

tered by ______ (date).

This will prevent the provider
from looking for the record in
vain and will give the pro-
vider assurance that it will be
available by a specific date.
Providers will not be able to
document or bill for services
until the child’s record has
been entered into TOTS and
the provider has been au-
thorized to provide services
via the Planned Services
page.

Kudos to our POE staff,
ISCs and PSCs for the tre-
mendous effort put forth over
the last 3 weeks. Great job!

TOTS Update:
Data entry continues in
Preparation for Statewide
implementation monday
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Effective Monday, December
15, 2008, Nan Slaughter will
begin a special assignment
with Central Office providing
general management and
oversight of the TOTS sys-
tem and providing TOTS-
related technical assistance
and support.

Nan is currently the Program
Evaluator on the Western
Kentucky University Techni-
cal Assistance Team and
was formerly a Primary Ser-

vice coordinator

Nan was closely involved in
the TOTS pilot in the Barren
River District and has been
consulting with Central Of-
fice on TOTS-related proce-
dures.

We’re so very excited that
Nan has accepted this new
assignment. Look to hear
from her in the coming
weeks via the newsletter and
providing support and TA.

New resource for TOTS
Technical assistance

Yikes, Where are my kids?
We’ve had a number of calls
from independent providers
and agency administrators in
varying states of panic be-
cause they are unable to find
the kids on their (or their
staff’s) caseload. Don’t
panic … yet. Follow these
simple steps and see if it
remedies the situation:
1. On the top right corner of

the agency Homepage
there is a drop down list
of service providers.

This list defaults to ALL.
Click to open the drop
down list.

2. Select the name of the
provider you are looking
for. (Independent provid-
ers will see only their
name).

3. The system should reset
and the selected pro-
vider’s caseload should
be accessible from the
Total Active Caseload
drop down list.

TOTS Online Module Available

A TOTS online module has
been developed to give pro-
viders who previously at-
tended training an opportu-
nity to refresh their memory
and to give those who did
not attend training an oppor-
tunity for training prior to us-
ing the system.
The TOTS online module

walks users through the sys-
tem from initial referral
through transition. The mod-
ule outlines data entry and
billing processes.
The TOTS online module is
a va i l ab l e o n T RA I N
(www.train.org). The evalua-
tion and certificate features
are not available at this time.
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Upcoming Events

12.15.08 TOTS goes live state
wide!

12.17.08 HELP Training in
W e s t L i b e r t y —
1014975

Register for all First Steps train-
ings on TRAIN at www.train.org.

Visit the First Steps website at

fs.chfs.ky.gov

As we’ve been working with
PSCs on initial case entry this
week, we’ve noticed some
things that we wanted to alert
users to:

 The data that you enter is
likely to populate other
fields in TOTS or to print
on a report. Be sure to
appropriately capitalize
names, streets, cities, etc.

 Remember to check the
“ACCEPT SERVICE” but-
ton on the Planned Ser-
vices Page. This indicates
that the parent/guardian
has agreed to accept the
service. If this button is
not checked, the provider
may not be able to bill for
the service.

 When pre-populating your
next IFSP, it will be nec-
essary to edit or delete the
Planned Services that
come with it in order to
avoid exceeding your au-
thorized units.

 Don’t forget to authorize
service coordinat ion.
Every IFSP should include
an authorization for Initial
Service Coordination 1
time biannually for 10
hours and Primary Service
Coordination 1 time bian-
nually for 10 hours.

 When you get ready to
submit your claims, be
sure you are billing on the
correct IFSP. The Ac-
counts Payable page will
ask you to select the IFSP
you want to bill against.

 The short cuts, like “see
hardcopy file” are only
temporary—to facilitate
initial case entry. Begin-
ning 12/15/08, the elec-
tronic record is the child’s
record. The Evalua-
tion/Assessment page,
Outcome page, IFSP page
or any other page should
not say “see hardcopy re-
cord”, but should include
specific information.

TOTS TIPS



Highlights … 
 
• TOTS TA is available.  Contact 

your regional TA Team first.  
Nan Slaughter is also available 
to assist. E-mail her at 
nan.slaughter@wku.edu .  You 
can also access TA via the 
SUPPORT button on the TOTS 
Homepage. 

 
• TOTS website is:  
 https://kytots.org/tots 
 
• Online TOTS Module Course 

ID# is 1015494.  See page 2. 
 
• Clear up your mismatches and 

old unpaid claims now.  Call 
Central Office for customer sup-
port at 877-41STEPS. 
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Weekly Update 
Special Edition 

 

December 15, 2008 

On April 11th the Cabinet 
announced efforts to rebuild 
the First Steps claims proc-
essing and data manage-
ment system.  Eight short 
months later we’re here—
Implementation Day! 
 
Today’s “special edition” of 
the First Steps Newsletter 
will give you some informa-
tion and tips from Nan 
Slaughter, who survived the  

TOTS pilot and has lived to 
share her thoughts with you. 
 
Thank you to the First Steps 
TA Teams, POEs, PSCs and 
providers who have made 
this journey with us.  Your 
participation, work and sup-
port has been instrumental in 
the successful implementa-
tion of the TOTS system to-
day.  Please know how 
deeply you are appreciated. 

TOTS goes 
live today! 

 

Notes from  
nan ... 
Let’s all take a collective 
breath and realize that to-
day, December 15, 2008, is 
the first day of our full imple-
mentation of TOTS! I think I 
can speak for every TA 
Team in the state and for 
Central Office when I say 
THANK YOU to all of you 
who have worked so hard to 
get our children’s files en-
tered. As you move forward 
this week, please consider:
    

• Beginning today, log on 
to TOTS to be sure your 
logons and passwords 
are working and that the 
children you serve ap-
pear on your caseload.  
If you need help with 
logon or password, send 
m e  a n  e m a i l 
nan.slaughter@wku.edu
and I can look up your 
logon and reset your 
password.   
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Upcoming Events 
 

 
 
12.15.08 TOTS goes live state
 wide! 
 
12.17.08 HELP Training in 
 W e s t  L i b e r t y —
 1014975 
 
12.31.08 District Performance 
 Enhancement Plans 
 due 
 
02.02.09 Kentucky Annual Per
 formance Report due 
 
Register for all First Steps train-
ings on TRAIN at www.train.org. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Visit the First Steps website at 
 

fs.chfs.ky.gov 

If you are missing a child, 
contact the PSC and ask 
him/her to check to be 
sure you are authorized on 
planned services for that 
child.  

• Beginning today, enter all 
staff notes, assessments, 
and progress reports, dis-
charge summaries, com-
munications and billing on 
TOTS.  You are not re-
quired to write these on 
paper for your charts 
unless you want to, except 
for copies of anything you 
give to the family.  It is still 
necessary to give a written 
copy of your progress re-
ports and assessment re-
ports to the family.  You 
may complete reports in 
WORD, and cut and paste 
from that document into 
TOTS, and vice versa. 

• Beginning today, when you 
receive a referral from the 
POE or a PSC, you will 
receive a phone call or a 
fax telling you of the refer-
ral, and you will be author-
ized to view the child’s 
record on TOTS.  No more 
voluminous faxes!  You 
have immediate access to 
all the information currently 
available on the child, and 
can act accordingly if you 
need to schedule an 
evaluation, assessment, 
etc. 

• Beginning today, when you 
attend an IFSP, you will be 
able to view the new plan 
as soon as it is finalized by 
the service coordinator.  
Again, no more multipage 
faxes!   

• All services provided today 
or after must be docu-
mented in and billed 
through TOTS.  You 
should continue to bill 
CBIS/CIMS as a back-up 
until you are notified to do 
otherwise.   

• When entering staff notes 
be very careful to verify 
and enter the date, time in 
and out, and location be-
fore you save the entry.  
You have the option to 
“edit” a staff note, but only 
the body of it.  Other cor-
rections can only be done 
by asking to have the note 
deleted.  Email me at 
nan.slaughter@wku.edu if 
this happens, and tell me 
the child’s TOTS ID num-
ber, initials and the num-
ber of the staff note to be 
deleted.  You will then re-
enter the note correctly  

P l e a s e  e m a i l  m e  a t 
nan.slaughter@wku.edu with 
any questions, or call my office 
number (270) 745-2591.  Dur-
ing the holidays, which at WKU 
this year are 12/15-1/5,  please 
leave a message and I will re-
turn it within 24 hours. 

Notes from nan (cont’d) 

Online tots module course id 
The online TOTS module 
course ID is 1015494. It is avail-
able on TRAIN (www.train.org).  
This is not a required training 
module, but is available to First 
Steps  providers and others

who would like initial training on 
the TOTS system or a short 
refresher.  It covers system ac-
tivities from referral to transition, 
including documenting and bill-
ing for service provision. 



Highlights … 
 
• Bill TOTS and TOTS only for 

service dates of December 15th 
and after.  See article on this 
page for more information. 

 
• TOTS Tips on pages 2 and 3. 
 
• Clear up your mismatches and 

old unpaid claims now.  Call 
Central Office for customer sup-
port at 877-41STEPS. 
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Weekly Update 

 

December 12, 2008 

Okay—let’s get straight to it.  
Do not bill CBIS/CIMS for 
dates of service on or after 
December 15, 2008.  You’ve 
probably already tried—
given that you were in-
structed to as early as last 
week—and received a bright 
red message telling you to 
bill  TOTS.  Hopefully you 
did. 
 
CBIS/CIMS is unable to 
function in the capacity of a 
back-up system and thank-
fully it does not need to.  A 
payment file was success-
fully run yesterday for all 
claims approved for payment 
in TOTS on or before De-
cember 17, 2008.  This in-
cludes claims for Initial Case 
Entry that have been submit-
ted and approved for pay-
ment as well as claims for 
any service provided on or 
after December 15, 2008 
that was submitted and ap-
proved. 
 
The data was cleaned prior 
to running the payment file to 
remove bad data (i.e. dupli-
cate claims, claims for ser-
vices provided before De-
cember 15th that were not 
initial case entry claims).  
Please take a moment to 
review the TOTS Account 
Payable Page for children for
         

whom you have submitted a 
claim for service in order to 
assess the status of the 
claim.  If the status is ap-
proved and the date of ap-
proval is on or before De-
cember 17, 2008, you should 
receive payment for that ser-
vice next week (checks were 
cut by the Treasury today).  
If the claim was disapproved, 
you should see a reason for 
the disapproval in the Note 
box.  More than likely, it was 
disapproved as part of the 
Data Clean Up process. 
 
You will continue to bill 
CBIS/CIMS for services 
provided on or before De-
cember 14, 2008.  Fax hard-
copy billing forms to Central 
Office at 502/564-8003 or 
502/564-0329.  If you upload 
electronic files, you may con-
tinue to do so according to 
the cut-off dates published in 
the December 5th First 
Steps Newsletter.  However, 
given that the numbers of 
claims being submitted will 
be dwindling, it may be best 
to either enter them directly 
in CIMS or fax them hard-
copy to Central Office. 

TOTS Update 
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While cleaning the payment 
file this week, we’ve had the 
opportunity to review a lot of 
TOTS records.  Folks have 
done a great job so far with 
limited training, but we 
wanted to pass along some 
tips and reminders we’ve 
noted: 
 
• Service Coordinators: 

please review closely the 
spelling of children’s 
n a m e s  o n  y o u r 
caseload.  In reviewing 
the payment file, we 
noted numerous in-
stances where first 
and/or last names were 
misspelled.  If names are 
misspelled, they are diffi-
cult to locate in the sys-
tem—making it more 
likely that the record will 
be added again.   

• Service Coordinators: do 
not prepopulate a next 
IFSP while you have a 
Pending IFSP out there.    
The “prepopulate” func-
tion in TOTS is a huge 
function.  Use it with 
caution.       

• Service Coordinators: 
review your Planned 
Services  carefully.  Your 
6 month or annual IFSP 
should have: 
• 1 PSC Planned Ser-

vice that covers the 
6 month IFSP pe-
riod; 

• 1 ISC Planned Ser-
vice that covers the 
6 month IFSP pe-
riod; 

 
 

• 1 Planned Service 
for each Therapeutic 
Intervention deter-
mined by the IFSP 
Team to be neces-
sary that covers the 
6 month IFSP period 
(unless services will 
change over the 6 
m o n t h s — i . e .  3 
months weekly and 
3 months biweekly) 

• 1 Planned Collateral 
Service for each 
team member who 
attended the meet-
ing (except ISC/
PSC). 

The 6 month review 
meeting prior to your 
annual should also in-
clude 1 Planned Service 
for the Cabinet-approved 
criterion referenced as-
sessment. 
On Requested Reviews, 
you will: 
• Review the Planned 

Services that have 
“prepopulated”; 

• Edit Planned Ser-
vices that need to be 
edited; 

• Only add services 
that were not previ-
ously in place; 

• Add 1 Planned Col-
lateral Service for 
each team member 
who attended the 
meeting (except 
ISC/PSC).  

 
• Service Coordinators: 

make sure the provider 
is available to accept the 
referral prior to entering
 (Continued on Page 3) 

TOTS TIPS 
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(Continued from Page 2) 
their Planned Service. 

 
• All Users:  When enter-

ing your Service Log, be 
sure to select the IFSP 
that is current for your 
date of service.  For ex-
ample, if a child had a 6 
Month Review on June 
1, 2008 and a Re-
quested Review on Au-
gust 1, 2008 and you are 
entering a Service Log 
for a date of service of 
October 1, 2008, you 
should   

select the Requested 
Review—08/01/2008 
because it is the IFSP 
from which you are 
working. 
 

• All Users:  The same 
applies to Accounts Pay-
able.  Be sure to select 
the IFSP that is current 
for your date of service.  
If you are submitting a 
claim for an old date of 
service, it may be neces-
sary to select a former 
(versus the current) 
IFSP to bill against. 

TOTS TIPS 

Two Kentucky Therapists Sen-
tenced and Ordered To Pay 
Restitution To Medicaid 
Press Release Date:  Mon-
day, December 15, 2008 
 
Contact Information:   A l l i -
son Gardner Martin, Com-
munications Director 
502-696-5651 (office) 
 
Attorney General Jack Con-
way today announced a plea 
agreement in the case of two 
Kentucky therapists arrested 
earlier this year on charges 
they defrauded the Kentucky 
Medicaid Program. Vanessa 
Rouse, a speech pathologist 
from Deane in Letcher 
County, and Janice Fields, a 
developmental intervention-
ist from Happy in Perry 
County, pled guilty to Medi-
caid fraud, a class D felony, 
and were sentenced Thurs-
day, December 11 in Jeffer-

son Circuit Court. 
Under the terms of the plea 
agreement, the court sen-
tenced each defendant to 
one year in the Kentucky 
Department of Corrections, 
which will be probated for a 
period of five years. As a 
condition of their probation, 
each defendant was ordered 
to pay restitution to the Ken-
tucky Medicaid Program for 
a total amount of $14,640.25 
and to reimburse the Attor-
ney General’s Office for in-
vestigative costs.   
Rouse and Fields fraudu-
lently billed the Kentucky 
Medicaid Program for ser-
vices provided to children in 
First Steps, a statewide 
early-intervention program 
for infants and toddlers with 
developmental disabilities.  

(Continued on Page 4) 
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Upcoming Events 
 

 
 
12.17.08 HELP Training in 
 W e s t  L i b e r t y —
 1014975 
 
Register for all First Steps train-
ings on TRAIN at www.train.org 
including the new Online TOTS 
Module—Course ID 1015494. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Visit the First Steps website at 
 

fs.chfs.ky.gov 

(Continued from Page 3) 
During 2006 and 2007, the 
therapists billed the state for 
services that were not pro-
vided to children. 
“Through the hard work and 
determination of our investiga-
tors and prosecutors, we were 
able to obtain both a conviction 
and restitution for the Kentucky 
Medicaid Program. Our office 
will continue its efforts to de-
tect and prosecute Medicaid 
Fraud, which is especially im-
portant given the current 
budget crisis the state faces,” 
General Conway said. 
In a related case, Rouse and 
Fields also pled guilty to 
charges of bribing a witness in  

Perry Circuit Court last month. 
Following receipt of a tip, in-
vestigators from the Office of 
the Attorney conducted surveil-
lance of Rouse and Fields. On 
April 16, the pair was arrested 
after investigators monitored a 
transaction in which Rouse 
and Fields gave $200 to a 
prosecution witness in Perry 
County and instructed the wit-
ness as to how to testify. Un-
der the terms of that plea 
agreement, they will be re-
quired to serve 30 days of a 
one-year sentence, the re-
mainder of which will be pro-
bated. Sentencing in that case 
is scheduled for December 18 
in Perry Circuit Court. 

 



Highlights … 
 
• 2009 TOTS Payment Schedule 

has been posted.  See page 2. 
 
• Billing and payment Q and A’s 

on pages 3 and 4. 
 
• Record Review procedures in 

TOTS have been clarified on 
page 5. 

 
• Information about Central Office 

holiday hours is on Page 6. 
 
• Clear up your mismatches and 

old unpaid claims now.  Call 
Central Office for customer sup-
port at 877-41STEPS. 

 
 
 
 

COMMONWEALTH OF KENTUCKY 

Kentucky Department for  
Public Health 

Division of Maternal and Child Health 
275 East Main Street 

HS2W-C 
Frankfort, KY 40621-0001 

 
877.41STEPS 

 
fs.chfs.ky.gov 

 

Happy Holidays 

 

December 23, 2008 

Much to the surprise of 
some, Central Office ran the 
first payment cycle through 
TOTS last week.  This 
served two purposes.  First, 
it paid a lot of Primary Ser-
vice Coordinators for their 
time entering records, and 
second (and probably more 
importantly), it verified that 
the payment processes in 
TOTS are functioning appro-
priately. 
 
Having a successful pay-
ment cycle under our belts, 
we are more confident in our 
ability to post a 2009 TOTS 
payment schedule.  The 
schedule is included on page 
2 of this newsletter and will 
be posted on the First Steps 
website (fs.chfs.ky.gov) un-
der the TOTS tab. 
 
The implementation of TOTS 
has allowed the First Steps 
program to move to a two 
week (versus three week) 
payment cycle.  As the 
schedule is currently set, 
checks will be processed on 
the 15th and the 30th of the 
month (or the closest busi-
ness day to the 15th and the 
30th of the month).  

Because TOTS is a “real-
time” system (much like 
CIMS), it is not necessary to 
issue cut-off dates.  The pay-
ment file produced through 
TOTS will reflect all services 
approved for payment during 
the Approved Payment Pe-
riod (shown on the payment 
schedule).  For example, the 
check that is issued on Janu-
ary 15, 2009 will include all 
services approved for pay-
ment between the dates of 
12/29/08 and 01/13/09.  The 
date your claim was ap-
proved (or disapproved) is 
documented on your Ac-
count Payable screen in 
TOTS. 
 
The payment schedule on 
page 2 also lists the remain-
ing CBIS/CIMS payment cy-
cles.  These cycles apply to 
dates of service on or before 
December 14, 2008 only.  
Please review this informa-
tion and assure that your 
claims for dates of service 
on or before 12/14/08 are 
resolved expeditiously. 

TOTS Update: 
2009 TOTS payment 
Schedule posted 



*Please allow sufficient time following the processing of your check for the U.S. Postal Ser-
vice to deliver the check to you.  

TOTS Payment Cycles 
Calendar Year:  2009 

Month 
Approved Payment Period 

Payment will include services approved 
for payment between the following dates: 

Kentucky Department 
of the Treasury will 
Process Check on*: 

December 2008 12/18/08 – 12/28/08 12/30/08 
January 2009 12/29/08 – 01/13/09 

01/14/09 – 01/27/09 
01/15/09 
01/29/09 

February 2009 01/28/09 – 02/11/09 
02/12/09 – 02/25/09 

02/13/09 
02/27/09 

March 2009 02/26/09 – 03/11/09 
03/12/09 – 03/26/09 

03/13/09 
03/30/09 

April 2009 03/27/09 – 04/13/09 
04/14/09 – 04/28/09 

04/15/09 
04/30/09 

May 2009 04/29/09 – 05/13/09 
05/14/09 – 05/27/09 

05/15/09 
05/29/09 

June 2009 05/28/09 – 06/11/09 
06/12/09 – 06/28/09 

06/15/09 
06/30/09 

July 2009 06/29/09 – 07/13/09 
07/14/09 – 07/28/09 

07/15/09 
07/30/09 

August 2009 07/29/09 – 08/12/09 
08/13/09 – 08/26/09 

08/14/09 
08/28/09 

September 2009 08/27/09 – 09/13/09 
09/14/09 – 09/28/09 

09/15/09 
09/30/09 

October 2009 09/29/09 – 10/13/09 
10/14/09 – 10/28/09 

10/15/09 
10/30/09 

November 2009 10/29/09 – 11/11/09 
11/12/09 – 11/24/09 

11/13/09 
11/30/09 

December 2009 11/25/09 – 12/13/09 
12/14/09 – 12/28/09 

12/15/09 
12/30/09 

 
*These cut-offs apply to dates of service on or before December 14, 2008 only.  All 
services provided on or after December 15, 2008 must be documented in and billed 
through TOTS. 
**Fax/mail all hardcopy claims to Central Office at 502/564-0329 or 502/564-8003. 

Remaining CBIS/CIMS Payment Cycles 
Calendar Year:  2008/2009 

Cut-off for 
Faxed/Mailed** 

Claims* 

Cut-off for Upload-
ing Electronic 

Files* 

Cut-off for CIMS 
Claims Entry* 

Kentucky Department 
of the Treasury will 
Process Check On: 

12/23/08 at 3:00 
pm EST 

12/23/08 at 11:59 
pm EST 

01/06/09 at 5:00 pm 
EST 01/09/09 

01/21/09 at 3:00 
pm EST 

01/21/09 at 11:59 
pm EST 

01/27/09 at 5:00 pm 
EST 01/30/09 



 
 
 
 
 
 
 
 
 
 
 

 

Page 3 

Now that providers are ac-
tively using TOTS we’re re-
ceiving more questions 
about the billing and pay-
ment processes.  Here are a 
couple of Q and A’s that we 
hope will help: 
 
Q. Will the check(s) for my 

services that were billed 
through CBIS/CIMS be 
separate f rom my 
check(s) for my services 
billed through TOTS? 

A. Yes. 
 
Q. I saved my Service Log.  

Why didn’t I get paid? 
A. Merely saving your Ser-

vice Log does not proc-
ess the service for pay-
ment.  After you have 
saved your Service Log, 
you (if you are the 
Agency Administrator) or 
your Agency Administra-
tor will need to proceed 
to the Account Payable 
page.  The Account Pay-
able page will default to 
the most current IFSP.  If 
you are billing for a ser-
vice date that falls under 
a previous IFSP, be sure 
to select the correct 
IFSP from the drop down 
list.   

 After you have selected 
the correct IFSP, you 
should see the Planned 
Service that you are go-
ing to be billing against. 

 Under the heading EN-
TER SERVICE AC-
COUNT PAYABLE BE-
LOW, you should see

one or more Accounts 
Payable Events that cor-
respond directly to com-
pleted Service Logs. 
The Service Log ID is 
automatically generated.  
The Service Date is the 
date on which the ser-
vice was provided as 
documented on the Ser-
vice Log. 
The Duration is the 
length of time between 
the Start Time and End 
Time on the Service Log 
(i.e. 9:30—10:30 would 
equal 1 [hour]). 
The Service Rate is the 
rate paid by the state for 
1 hour of service. 
The Max KEIS Liability is 
the maximum amount 
First Steps will pay for 
the documented service. 
Payor 1 is the child’s 
primary payor.  If the 
family has chosen to 
have their private insur-
ance billed, Payor 1 will 
default to Private Insur-
ance. 
If Payor 1 has defaulted 
to Private Insurance, 
Payor 2 is likely First 
Steps.   
If private insurance is not 
being billed, the Agency 
Administrator will enter 
the amount being billed 
to First Steps in text box 
next to the title FIRST 
STEPS and click the 
yellow SAVE button.  
Saving this entry will 
move it to the bottom of 
the screen. 

(Continued on Page 4) 

Billing and payment in 
tots 



 
 
 
 
 
 
 
 
 
 
 

 

Page 4 

(Continued from Page 3) 
If private insurance is 
being billed, Payor 1 will 
default to Private Insur-
ance.  The Agency Ad-
ministrator will enter the 
amount paid by Private 
Insurance (if any) in the 
AMOUNT box next to 
PRIVATE INSURANCE 
and will enter the re-
maining amount being 
billed to First Steps in 
the AMOUNT box next 
to FIRST STEPS.  After 
these amounts have 
been entered, document 
in the NOTE box any-
thing pertinent related to 
private insurance and 
click on the yellow SAVE 
button.  Hardcopy docu-
mentation from the insur-
ance company (i.e. 
EOBs, denials, benefit 
information) will need to 
be faxed to Central Of-
fice at 502/564-0329 or 
502/564-8003. 
After clicking the yellow 
SAVE button and receiv-
ing the alert that the in-
formation has been 
saved, your claim has 
been submitted. 
NOTE:  claims that in-
volve private insurance 
or exceed the Maximum 
KEIS Liability will be for-
warded to Central Office 
for approval/disapproval. 

 
Q. My claim was disap-

proved.  How do I resub-
mit?i 

A. Resubmissions in TOTS 
are currently a manual 
process.  If you see that 
a claim was disapproved 
and you need to resub-
mit the claim, you will

need to contact Central 
Office so that we can 
assist you in correcting 
the Service Log, if nec-
essary; correcting the 
claim, if necessary; and/
or understanding the 
reason for disapproval.  
You can reach Central 
Office at 877-41STEPS. 
 

Q. The Max KEIS Liability 
says $61 (or $63) rather 
than $81 (or $89).  Why? 

A. More than likely, you 
have selected a SET-
TING on the Service Log 
that is associated with 
the lower rate of pay.  
The following settings 
are associated with the 
higher rate of pay be-
cause they are consid-
ered “home or commu-
nity-based settings”: 
• F am i l y / G u a r d i a n 

Home 
• Daycare Home 
• Daycare Center 
• EC (Early Child-

hood) Center 
• Community 
 
The following settings 
are associated with the 
lower rate of pay be-
cause they are consid-
ered “non-natural set-
tings”: 
• EI (Early Interven-

tion) Center (Center 
designed for the in-
struction and care of 
children with devel-
opmental disabilities 
or delays) 

• Hospital/Clinic 
• Other (includes Of-

fice) 
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Service coordinators will 
complete the process of re-
questing a record review for 
eligibility determination, In-
tensive Level Evaluation or 
service exception. 
1. Open the child’s record 

in TOTS for whom you 
are requesting a record 
review. 

2. Review the record to 
assess whether or not 
the information the Re-
cord Review Team will 
need is in TOTS and is 
complete or will need to 
be faxed separately. 

3. For service unit excep-
tion requests, complete 
the Record Review Sup-
porting Documentation 
Form (which is found on 
the DOC/FORMS page 
in TOTS). 

4. Complete the Record 
Review Request Notifi-
cation Form (which is 
f o u n d  o n  t h e 
DOC/FORMS page in 
TOTS). 

5. Fax, mail or e-mail the 
Record Review Request 
Notifiication form, Re-
cord Review Supporting 
Documentation form, 
and any other informa-
tion that is required by  
(or would be helpful to) 
the Record Review 
Team and is NOT in 
TOTS to the Weisskopf 
Child Evaluation Center 
at the address/fax/e-mail 
on the Notification form. 

6. Go to the Record Re-
view page in TOTS. 

7. Select the type of Re-
quest. 

8. Enter the date the re-
quest is being made. 

9. Enter the reason the 
request is being made. 

10. Provide any additional 
details that may be help-
ful to the Rec Rev Team 
in the Req Detail box. 

11. In addition to faxing the 
Notification form, it 
would be helpful to e-
mail the Record Review 
Team at recordre-
view@louisville.edu to 
alert them that a request 
for record review is 
pending.  Include the 
child’s TOTS ID and ini-
tials in the e-mail. 

12. Once the review is com-
plete, a member of the 
Rec Rev Team will com-
plete the Recommenda-
tions, Date Completed 
and Comments sections 
of the Record Review 
page in TOTS. 

13. If the request is a Ser-
vice Exception request 
and the Rec Rev Team 
recommends services 
that exceed approved 
unit guidelines, the Serv 
Coord will need to edit 
the existing Planned 
Service for the service 
that will exceed ap-
proved unit guidelines.  
Do this by checking the 
Service Exception box 
near the top of the 
Planned Service being 
edited. 

14. For eligibility determina-
tion requests, the Rec 
Rev Team will complete 
the Informed Clinical 
Opinion box on the Eligi-
bility Page and the rec-
ommendations on the 
Record Review Page in 
TOTS. 

Record Review procedures 
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Upcoming Events 
 

 
 
02.02.09 Kentucky Part C An
 nual Performance 
 Report is due to 
 Washington, D.C. 
 
Register for all First Steps train-
ings on TRAIN at www.train.org 
including the new Online TOTS 
Module—Course ID 1015494. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Visit the First Steps website at 
 

fs.chfs.ky.gov 

The holidays are fast ap-
proaching.  December 25th, 
26th, January 1st and January 
2nd are State holidays and as 
such, State office buildings will 
be closed.  You may, if you so 
choose, leave a voicemail 
message for Central Office 
staff by calling the toll-free 
helpline at 877-41STEPS or 
you may e-mail Central Office 
staff at chfs.firststeps@ky.gov.  
We will make every effort to 
get back to you within 48 hours

of returning to the office. 
 
As you can see, this week’s 
newsletter is coming to you on 
Wednesday due to the Friday 
holiday.  There will be no 
newsletter next week.  The 
newsletter will resume the 
week of January 5th. 
Everyone here at Central Of-
fice wishes you and yours the 
happiest of holidays and 
peace, health and serenity in 
the new year. 

 

Central Office Update 
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